
Fill in Paternity Leave Notification Form and send to your 
Manager, keeping a copy for your own records. You need 

to provide a minimum of 28 days’ notice 

Paternity Leave Process Flowchart 

Should you wish to 
change the date of your 
paternity leave you must 
provide 28 days’ notice  

Advise your manager should you wish to bring 
your paternity leave period to an end sooner than 

originally indicated. Otherwise return to work 
following paternity leave to the same job, with 
the same terms and conditions of employment 

Advise your Manager of your intention to take paternity leave, 
confirming that you meet the eligibility criteria of being employed 

continuously for 26 weeks ending with the 15th week before your baby 
is due 

Take one or two weeks 
of paternity leave, in a 
block, within 56 days 

of the birth of the child 


